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                                            Carnegie Science Center 

                                    Internship Program

Carnegie Science Awards

                                             Program Assistant 
Responsible To:   Linda Kent, Event & Donor Cultivation Manager
Task Description:  Carnegie Science Center established the Carnegie Science Awards program in 1997 to recognize and promote innovation in science and technology across western Pennsylvania.  Now through the support of major sponsors like Eaton Corporation, we have celebrated the accomplishments of more than 200 committed individuals and organizations who have improved our lives through their accomplishments.  On May 6, 2010 at Carnegie Museums of Pittsburgh, we will honor the most recent award recipients and salute the tremendous work and vitality of this region.  Be a part of the planning and implementation of the Carnegie Science Awards
Responsibilities:

· Research (internet & phone) societies and organizations regarding sending nomination link via email to members
· Work on as needed basis – performing a wide variety of tasks including phone calls, copying and collating, formatting Microsoft documents, etc.
· Assist with silent auction solicitation and cataloguing of items 

· Assist with general meeting and event preparation 
Skills Required:

· Goal oriented—work on a project through to completion

· Team member—work in a team atmosphere to complete a project

· Excellent verbal and written communication skills

· Organizational skills

· Creative thinking—envision and develop a project

· Computer experience—Microsoft Office, database updates Microsoft Access
Skills to be learned:

· Be involved in the planning and implementation of a large event
· Work with the Event & Donor Cultivation Manager
· Learn how a small not for profit organization works
Parameters: 

· Some work can be done at school or home. Other work can be done at the Carnegie Science Awards office at the Carnegie Science Center
Training Methods:

· On the job training
Time Frame:
· Flexible schedule 
· Fall Semester 2010
To Apply:  Send a letter of reference from an academic advisor, letter of interest, and a resume, to:

Internship Program
Carnegie Science Center
One Allegheny Avenue

Pittsburgh, PA 15212

- OR -

VolunteerPrograms@CarnegieScienceCenter.org
